MARYLAND S g
-—.—M
JUDICIARY o

{f;QGEARS

General Enterprise And Resource Support

PO260

Last Revised: May 15, 2013



Training Guide (3‘ GEARS

P0O260 Q General Enterprise And Resource Support

Table of Contents

@ PR 1
PO260 Creating and Administering Procurement CONtracts............ccooevvvrerenenencieeienennn, 1
Course AUdIeNCe and PrerBOUISITES ........eivieeieieiiesesestese e e e s e e ste st e srestesresre s e eneeaeseesresreereenes 1
Lesson 1: Entering and Updating Procurement CONTIACES .........cccevviveieiiverienesiesesesesee e e seesre e 1
1.1 Creating MASEEN CONIACES ......c.viveuiireiireireisree ettt ettt et r et es et n et b 2

1.2 Entering Blanket Purchase Order CONIACES ...........ccorierireinicnreenesiesree s 5

1.3 StaQiNg CONLIACE POS......civiieuiiticiecti ittt ettt sttt bttt e st e bt s e e ae et et e st e s et e s e eneetesbesbe s et e e eneere e 10

1.4 DiSPALCNING CONTIACTS. ... cveviiitietecteiteitete ettt b et st e bbb e s e e aeebe st et e b et e s e ebeete e b e sbe s et e e enserens 15

1.5 Adding Comments and Attachments to a Procurement CONIaCt............coevveeieievinieieis e 20
Lesson 2: Inquiring on Procurement Contract INformation ...........c.cccooeieiiineiineiscseee e, 25
2.1 ReVIEWING CONTIACE EVENTS ......ciiuiiiiiieieiciete sttt sttt st b e bt e s ateteabe st et e b e s ensareaaens 26
COUISE SUMIMEIY ...ttt sttt r et bbbt bbbt b e ne Rt bbb et e e nn e n b er e 28

Page ii



Training Guide
Q{} GEARS

General Enterprise And Resource Support PO260

PO260

PO260 Creating and Administering Procurement Contracts

Course Overview

Contracts between the Judiciary and vendors protects the interest of both the Judiciary and the
vendors. It facilitates the efficient and effective execution of long-term revenue-generating
contracts for goods and services. Having a centralized location for these contracts enables the
Judiciary to:

Inquire, manage and store the terms of agreement.
Assists in receiving the agreed upon goods and services.
Timely invoice management.

Timely payments for received goods and services.

Course Outline
The following section and lessons provide information and step-by-step procedures on the
process of creating and administering procurement Contracts for the Judiciary.

Course Audiences and Prerequisites

Lesson 1: Entering and Updating Procurement Contracts
Lesson 2: Inquiring on Procurement Contract Information
Course Summary

Course Audience and Prerequisites

Audience
The Judiciary audiences for this course are:

e AOC Procurement and Contract Admin

GEARS Role
This course is intended for Judiciary employees with the following GEARS role(s):

e CS Buyer Transactions

Prerequisites
The recommended prerequisites for this course are:

e INT100 Introduction to GEARS
e PO100 Understanding GEARS Procurement Processes
e P0O250 Managing Request for Quotes

Lesson 1: Entering and Updating Procurement Contracts

Lesson Overview
This lesson covers the steps that are necessary to create and issue contracts.
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Lesson Objectives
After completing this lesson, you will be able to:

Create a master contracts

Create blanket purchase order contracts

Stage contract purchase orders

Dispatch contracts

Add comments and supporting documents to contracts

1.1 Creating Master Contracts
Use master contracts to group several contracts for the same supplier and then track them using

one Master Contract ID. You associate the individual contracts with the master contract ID by
designating the master contract ID on the Manage Master Contracts page. In this topic, you will
create a Master Contract.
After completing this topic, you will be able to:

e Enter a Master Contract for a supplier

Procedure

In this topic, you will learn how to enter a Master Contract.

Step Action

1. Navigate to the Master Contract page.

Click the Procurement Contracts link.
[l Procurement Contracts]

2. Click the Manage Master Contracts link.

Manage Master Contracts

Page 2



{f‘;@

GEARS

General Enterprise And Resource Support

Favorites - Main Menu > Procurement Contracts > Manage Master Contracts

Master Contract

Find an Existing Value _ aNew Value

SetiD: SHARE Q
Master Contract ID:
SHARE CORPORATE SETID

Add

Find an Existing Value | Add a New Value

Training Guide
PO260

OoRrRACLE
Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

0 New Window B, ntip

Step

Action

The Master Contract search page displays.

Click the A_dd button.
Add

The SetID and Master Contract ID fields should be automatically populated.
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Favorites - Main Menu > Procurement Contracts > Manage Master Contracts

Manage Master Contracts

SetiD: SHARE Master Contract ID: MEXT

ShortName:

—
-

Vendor Lookup

*Vendor:

Description:

0 smve |y |

HuiChannel Console

ew Window ersonalize Page D
B New Wind P lize Page B ht

E: Agd | |£] Updatemisplay

GEARS

General Enterprise And Resource Support

=)

Step

Action

The Manage Master Contracts page displays.

Click the Look up Vendor (Alt+5) button.

Look Up Vendor

SetiD: SHARE
Vendor ID: [Begins witn =] |

Short Vendor Name:[begins with =] |
LookUp || Clear | Ganeel |Basiclookup

Search Results

ﬁe‘w 100

First [] 110010

o

Vendor ID Short Vendor Name Name 1 Hame 2

G00GG00057
0000000007
00000123
526000095
526000965
5260009659
526002033

CROBERTS-001
SUZAN REED-001
ABCTESTCO-001
HOWARDCTY-001

Charles D. Roberts
Suzzanne Reed
ABC TEST COMPANY. (blank)

HOWARD COUNTY. MARYLAND (blank)
BARLIBRARY-001 BAR LIBRARY FOUNDATION HOWARD COUNTY DIRECTOR OF FINANCE
HCDIRFINAC 001  HOWARD COUNTY DIRECTOR OF FINANCE  (blank)
HWRDCNTYDC-001 HOWARD COUNTY DISTRICT COURT

(blank)
(blank)

Qur

Customel

Humber
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)

KELLY PARKS PETTY CASH CUSTODIA (blank)

5260020330 |MDARCHIVES-001 MD STATE ARCHIVES
SUBRECIP1  SUBRECIP1-001 Subrecipient Yendor 1
USBNKDUMMY PROCARD-001 US BANK DUMMY (TEST!

(blank)
(blank)
(blank)

(blank)
(blank)
(blank)

(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
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Step Action

5. The Look Up Vendor window displays.

Select an appropriate vendor link. For this example, click the Suzzanne Reed link.

6. Enter a description for the master contract in the Description field. You can see this
description when you run reports on master contracts for specific vendors.

Enter the desired information into the Description field. Enter a valid
value e.g. "Supplies".

7. Click the Save button.
8. You have successfully completed the Creating Master Contracts topic.

You have learned how to:
- Enter a master contract
End of Procedure.

1.2 Entering Blanket Purchase Order Contracts

The Judiciary, in certain instances, may find it necessary and in the best interest of the
organization to receive a variety of goods with one vendor. A vendor may give discount prices on
all goods because the Judiciary agrees to purchase, for example, all types of office supplies
available in the vendor's inventory. This type of agreement is a Blanket Purchase Order Contract.

After completing this topic, you will be able to:

o Enter a blanket purchase order contract
o Define the terms of a blanket purchase order contract
e Maintain the blanket purchase order

To begin the simulation, click the Try It! button in the UPK Player.

Procedure

In this topic, you will enter a blanket purchase order contract.

Step Action

1. Navigate to the Contract Entry page.

Click the Procurement Contracts link.
|I Procurement Cuntran:tsl

2. Click the Add/Update Contracts link.
Addilpdate Contracts
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Step

Action

3.

The Contract Entry search page displays.

Verify he following:

- the SetlD field displays "SHARE"

- the Contract ID field displays "NEXT"

- the Contract Process Option displays "General Contract"

Home. Worklist
Favorites  Main Menu

+ Proarement Contracts 7 Add/Update Contracts

Contract Entry

Find an Existing Value | [alt Ll AL

SetiD: SHARE |Q

Contract ID: NEXT

Contract Process Option: General Contract

Add

Find an Existing Value | Add a New Value

ew Window 7 Help

MuttiChannel Console | Add to Favoriies | Sign out

ol hitp

Step

Action

Click the Add button.
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Favorites  MainMenu > Procurement Contracts >  Add/Update Contracts

P lew Window 7 Help [& Personalize Page B http ~

Contract Entry
Contract

. Contract Version
setiD: SHARE  Copy From Contract

Contract ID: NEXT Versior 1 Status: Current

- e ApprovalBu ato: [I—
Tl [ |

Add Comments

Process Option: General Contract Adfivity Log
Vendor: [ 1@ yenserseamn Coniract Activte: Document Stafus.
Primary Contact info Threshoids & Notifications
“vendor 1o: [ a
Contract Header Aareement
“Begin Date: 522013 & Contract Releases
Expire Date: Cw
Renewaloate
Currency: Maximum Amour: uso
Primary Contact: Line Item Released Amount: 0.00 L8
\Wendor Contract Ref: Category Released Amount: 0.00
Description: Open Item Released Amount: 0.00
Master Contract ID: Total Released Amount: 0.00

Tax Exempt

~ Qrder Contract Options

Allow Multicurrency PO Allow Open Item Reference Must Use Contract Rate Date Rate Date: 031272013
Corporate Contract Adjust Vendor Pricing First Auto Default
Lock Chartfields Price Can Be Changed on Order

PO Defautts Add Open Hlem Price Adiustments Price Adiustment Template

~ Voucher Contract Options

Invoice Number: 1 Gross Amount:
AP Business Unit: [ & Freight Amount:
Accounting Template: [ & Sales Tax Amount:

4] i

usn

Step Action

5. The Contract Entry - Contract page displays.

Click the Look up Administrator/Buyer button.

? Help
Look Up Administrator/Buyer
00k U || memClcot Cancel  gasic Lookup

Search Results
100 First [§] 150r5 5] Last

i jone, kevin
\don.wynn wynn,don

james robert: Roberts, James
nei shahi Shahi, Hel
usan.arminger  Arminger, Susan
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Step Action

6. The Look Up Administrator/Buyer window displays.

Click a buyer link to select a buyer.

7. Click the Look Up Vendor button.

[S]

8. The Look Up Vendor page displays.

Narrow the vendor search results using the fields provided.

9. Click the Look Up button.

10. Click the vendor link to select the vendor.

11. The Vendor and Vendor ID fields populates based on the vendor selected.

12. The Begin Date field default to the current date. Change the date if necessary.

13. Enter the contract expiration date into the Expire Date field.

14. In the contract Lines section, you can add items that you want to include on the
contract.

Home | Worlist | MutiGnannel Console | Addto Favorites | Sign out

Favorites  MainMenu > Procurement Contracts > Add/Update Contracts

Expire Date: 0311202014 [ T
Renewal Date: o]
Currency: [uso @ [cranT @ Maximum Amount: 0.00 usp
Primary Contact: '_Q Line Item Released Amount: 0.00
Vendor Contract Ref: Category Released Amount: 0.00
Description: Open ltem Released Amount: 0.00
Master Contract ID: a Total Released Amount: 0.00
[[] Tax Exempt
b
[¥] Allow Multicurrency PO [ Allow Open item Reference [C] Must use Contract Rate Date Rate Date: 03122013
Corporate Contract [T] Adjust Vendor Pricing First Auto Default
[F] Lock Chartfields [T Price Can Be Changed on Order
PO Defaults Add Open ltem Price Adiustments Price Adiustment Template
Invoice Number: Gross Amount: 0.00] usp
AP Business Unit: Q Freight Amount: 0.00
Accounting Template: Q Sales Tax Amount: 0.00
Payment Terms ID: Q VAT Amount: 0.00 =
Basis Date Type: M Misc Charge Amount: 0.00
Miscellaneous Charges
Retention
Catalog Search tem Search Search for Contract Lines
@ Order By Amount Item Information Default Schedule Release Amounts Release Quantities Line Groupings

- e o Emy | e etute o g,
1 L] Q 2@ B[ ]a Q QT R & R Active x B
View Category Hierarchy Category Search

<1 1 b
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Step Action
15. On the contract line, click the Look up Contract Line Type ID button.
Look Up Contract Line Type ID
ltem Description: begnswih ~ [ |
| Lookup || Clear | Cancel |BasicLookuo
S:«;I: Resullsﬁ’,l —
Step Action
16. The Look Up Contract Line Type ID page displays.
Select the item link for the item you want to select.
17. To add additional items to the contract, Use the Add New Row ("plus") button at
the end of a line.
NOTE: Delete a row by clicking the Delete a Row (“minus") button at the end of a
line.
18. After defining the contract buyer, vendor, begin and end dates, and contract lines,
change the contract status to "Approved" to activate the contract.
19. Click the Status list.
loeen B
20. Click the Approved list item.
| Approved |
21. Click the Save button.
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Home | womist | MutiChannel Gonsole | Add to Favorites | Sign out

Favorites MainMenu > ProcurementContracts > Add/Update Contracts

Etew Window  ? Help [& Personalize Page 1 fttp *

Contract Entry
Contract
seti: SHARE
Contract ID: 0000000000000000000000045 Version: 1 Status: Current
— New Version .
status: Ropisia] - Approved Date: 034202013
Administrator/Buyer: KIONES Jone, kevin Add a Document
- Header L
Process Option: General Contract oo Comments Activity Log
Vendor: crapEsniA Contract Activities Document Status.
Vendor I sTapLEs Primary Contact info Threshoids & Notifications
endor ID: 0000000009
rrrrrrrr Contract Header Aareement
Begin Date: 031272013 Contract Releases Current Change Reason
Expire Date: 031212014
Renewal Date:
Currency: usp CRRNT Maximum Amount: 0.00 USD
Primary Contact: Line Item Released Amount: 0.00
Vendor Contract Ref: Category Released Amount: 0.00
Deseription: Open Item Released Amount: 0.00
Master Contract ID: Total Released Amount: 0.00
Tax Exempt

~ QOrder Contract Options

Allow Multicurrency PO Allow Open Item Reference Must Use Contract Rate Date Rate Date: 03122013
Carporate Contract Adiust Vendor Pricing First Auto Default
Lock Chartfields Price Can Be Changed on Order
FO Defautts Add Open lem Price Adustments Frice Adiusiment Template
Invoice Humber: Gross Amount: 0.00 USD
AP Business Unit: Freight Amount: 0.00
Accounting Template: Sales Tax Amount: 0.00
Payment Terms ID: VAT Amount: 0.00 -

Step Action

22. The system has assigned a Contract ID to the contract.

23. You have successfully completed the Entering Blanket Purchase Order Contracts
topic.

You have learned how to:
- Enter a blanket PO contract
End of Procedure.

1.3 Staging Contract POs

Contract releases for procurement contracts are the association of contracts with purchase orders.
The association between the contract and purchase order occurs at the purchase order line level.
You track contract releases using the purchase order line reference. The contract ID, contract line
number, and release number are unique identifiers.

After contracts have been approved or completed, they can be selected to generate purchase
orders. This topic explains how to schedule and stage purchase orders for a contract.

After the completion of this script, you will be able to:
e Schedule and stage purchase order releases for contract
Procedure

In this topic, you will schedule and stage purchase orders for a procurement contract.
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Step Action

1. Navigate to the Contract Entry page.

Click the Procurement Contracts link.
|[ Procurement Cuntractd

2. Click the Add/Update Contracts link.
|Ad dillpdate Contracts

Home.

Favorites  MainMenu > Procsrement Contracts > Add/Update Contracts

Contract Entry

Find an Existing Value M

setiD: SHARE |Q
Contract ID: NEXT
Contract Process Option: General Contract -

Add

Eind an Existing Value | Add a New Value

Worklist

MuttiChannel Console | Add to Favoriies | Sign out

& New Window 7 Help o http

Step Action

3. The Contract Entry search page displays.

Click the Find an Existing Value tab.
| Find an Existing Value |

Page 11




Training Guide

PO260

6\,}GEARS

General Enterprise And Resource Support

Home. Worklist

Favorites  MainMenu > ProcurementContracts > Add/Update Contracts

Contract Entry
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value [ gl RVETES

- Search Criteria

setiD: - - [smare a
Contract ID: begnswith v |

Contract Version: - -

Version Status: - - -
Contract Process Option: = - -
Short Vendor ame: begnswin v |3

Vendor Hame:

begins with ~ Q
begins with ~ Q

[T correct History [T Case Sensitive

Master Contract ID:

Search Clear . Basic Search [ Save Search Criteria

Find an Existing Value | Add a New Value

MuttiChannel Gonsole | Add to Favorites | Sign out

D New Window 7 Help 8 nip

Step

Action

The Find an Existing Value tab displays.

fields blank to retrieve all contracts.

Enter one or more values in the search fields to find the contract you want to view.

Entering the contract ID is the most direct search method. Use other fields, such as
the Vendor name, if you do not know the contract ID. You can also leave search

Click the Search button.

Click the contract link to select the contract.

[[ooooo00000000000000000045]
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Wontist | MutiChannel Gonsole | Addto Favorites | Sign out

Favorites MainMenu > ProcurementContracts > Add/Update Contracts

& New Window P Help [& Personalize Page B ntip *

Contract Entry
Contract
Contract Version
seti: SHARE
Contrast ID: Version: ‘ 1 Status: Current
___ | New Version .
“status: - fpproved bete: i
Administratar/Buyer: KIONES Jone, kevin | AddaDocument |
~ Header A
Process Option: General Contract 409 Comments Activity Log
Vendor: STAPLESO1-1 Contract Activte: Document Status.
Vendor ID: sTapLEs Primary Contact info Threshoids & Notifications
rendor I0:
Doooomoone TR Contract Header Aareement
Begin Date: 031212013 Contract Releases Current Change Reason
Expire Date: 031212014
RenersDate
Currency: usD CRRNT Maximum Amount: 0.00 USD
Primary Contact: Line ltem Released Amount: 0.00
Vendor Contract Ref: Category Released Amount: 0.00
Description: Open Item Released Amount: 0.00
Master Contract ID: Total Released Amount: 0.00

] Tax Exempt

~ QOrder Contract Options

[7] Allow Mutticurrency PO ["] Allow Open Item Reference ["] must Use Contract Rate Date Rate Date: 031212013
[7I Corporate Contract [ Adjust Vender Pricing First [7] Auto Default

"I Lock Chartfields ["I price Can Be Changed on Order

FO Defautts Add Open lem Price Adustments Frice Adiusiment Template

~ Voucher Contract Options

Invoice Humber: Gross Amount: 0.00 USD

AP Business Unit: Freight Amount: 0.00

Accounting Template: Sales Tax Amount: 0.00

Payment Terms ID: VAT Amount: 0.00 ~

Step Action

7. The Contract Entry - Contract page displays.

Use the Contract Releases link to set up purchase order contract releases. When

this is set - up, purchase orders are automatically created against the contract in
defined intervals.

8. Click the Contract Releases link.
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Home | womist | MutiChannel Gonsole | Add to Favorites | Sign out

Favorites  MainMenu > Procurement Contracts > Add/Update Contracts

) vew window  ? el [& Personaize Page [, htp
) Review Releases

setiD: SHARE Vendor ID: 0000000009
Contract ID: 0000000000000000000000045 Current Version: 1 Status: Approved
Expaiia Al Collapse Al Contract Entry
Specify Contract Lines for |
ulate Release Templs ge Rele:
Ether (1) automatically create your release schedule by specifying information in the Select Default if you would lke the system to
Release Defaults and Release Dates sections and click the Populate button, or (2} first look through the Purchasing default
hierarchy or "Override’ to use the coniract
manually enter the release schedule information

header and distribution defautts when creating

[ Release Defau the staged purchase orders.
“Release Option: Create Order T Vendor Loc: [ Q

Business Unit: MDD | Currency: usp @ [cRRNT | ®) Default
| Release D @ Override

Start Date: [oar22013 |5 Repeat on the 1st Day of Every Month startng L Click the Stage Orders button to stage

2013-03-12 until 2013-04-12. purchase orders using the information
defined in Steps 1 and 2.

[ Freques buratio

“Interval: Monthly - ® Until 04122013 |y =

*0n The: 1Q, 1stDay of For

*Every: 1)@ Every Month Times

Review Staged Releases

Populate

Next Date. PO Unit Currency Rate Type. Vendor Loc

[ | Q| Q| a | a G|E]

) seve | |Q RetmtoSearch| [T Notiy @ Refresn

Create Releases | Review Releases

Step Action

9. The Contract - Create Releases page displays.

Specify the interval between purchase orders, generate a schedule for the series of
purchase orders, and create the releases of the purchase orders.

10. Verify the Release Option field displays "Create Order"

11. Specify the date you want the purchase order release(s) to begin in the Start Date
field.
12. Set the frequency between purchase orders release in the Frequency section.

In the Interval field, select the interval at which to create a purchase order for this
contract. Values are Annually, Daily, Monthly, and Weekly.

NOTE: If you select weekly or monthly intervals, select the day of the month or
week on which to create the purchase order.

13. In the Every field, specify whether to create the purchase order every interval, every
two intervals, every three intervals, and so on.
14. Specify the duration of the purchase order releases in the Duration section.
15. After specifying the release schedule, click the Populate button.
Populate
16. The fields in the Release Template section are populated from the release schedule

that you specify.

NOTE: You can also enter the information in these fields manually or override
existing information.
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Step Action
17. Click the Stage button to stage the purchase order releases that you
| Stsge |
Step Action
18. A confirmation message displays. The system has scheduled a release(s) based
upon the Release Template created.
Click the OK button.
19. You have successfully completed the Staging Contract POs topic.

You have learned how to:
- Schedule and stage purchase order relapses for contract
End of Procedure.

1.4 Dispatching Contracts

After staging the contract, the contract is finally ready to be issued to a vendor. The contract
delivery process begins through a process called dispatching.

After completing this topic, you will be able to:

Dispatch a contract to a vendor

Procedure
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In this topic, you will learn how to dispatch a contract to a vendor.

Step Action

1. Begin by navigating to the Dispatch Contracts page.

Click the Procurement Contracts link.
> Procurement Contracts|

2. Click the Dispatch Contracts link.
|Disgatch Eontractg[

ORACLE
Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites - Main Menu > Procurement Contracts > Dispatch Contracts

I New Window B hip
Dispatch Vendor Contracts
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value
~ Search Criteria

Run Control ID: [ begins with =] |

I” Case Sensitive

Search Clear  |pasic Search [§) Save Search Criteria

Find an Existing Value | Add a New Value

Step Action
3. The Dispatch Vendor Contracts search page displays.

Click the Add a New Value link.
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Favorites  Main Menu > Procurement Contracts > Dispatch Contracts

FNew Window B hitp
Dispatch Vendor Contracts

Find an Existing Value Add aNew Value

Run Control ID:

E

Find an Existing Value | Add a New Value

Home | Workist | MultiChannelConsole | AddtoFavorites |  Sign out

PO260

Step

Action

The Add a New Value tab displays.

Enter the desired information into the Run Control ID field.

Click the Add button.

Home | Workist | MultiChannelConsole | Addto Favorites |  Sign out

Favorites = Main Menu > Procurement Contracts > Dispatch Contracts

& New Window [ Personalize Page B, http

Dispatch Contracts

Run Control ID: Dispatch_Contracts Report Wanager Process Montor | RUM|

Language: [Enoish ] & pecified © Recipient's

SetiD: [ @ Business unit: [ lal| Feit  FEax  EMail 7 Phone
Contract ID: [ Q
Vendor ID: [ Q|| T Testbispatch I~ Print Duplicate

Fax Cover Page: [ Q|| T print copy

| B save | [=) notry | |Ex ada | 3 upoatemispiay |
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Step Action

6. The Dispatch Contracts page displays.

Use this page to define the criteria to dispatch a contract.

7. Enter the desired information into the SetlD field. Enter a valid
value e.g. "SHARE".

Enter "MDJUD" into the Business Unit field.

Click the Look up Contract ID button.

Look Up Contract ID

SetiD: SHARE
ContractID: begins with ~ |

LookUp || Clear | Cancel |Basiclookup
Search Results

Contract ID

000000000000000000000000Z
0000000000000000000000003
0000000000000000000000004
0000000000000000000000005
0000000000000000000000006
0000000000000000000000008
0000000000000000000000009
0000000000000000000000010
0000000000000000000000011
0000000000000000000000012
0000000000000000000000015
0000000000000000000000016
0000000000000000000000017
0000000000000000000000013
0000000000000000000000020
0000000000000000000000022
0000000000000000000000023
0000000000000000000000024
0000000000000000000000025
0000000000000000000000026
0000000000000000000000027
0000000000000000000000028
0000000000000000000000029
0000000000000000000000030
0000000000000000000000031
0000000000000000000000032
0000000000000000000000033
0000000000000000000000034

Step Action

10. The Look Up Contract ID window displays with a list of contracts.
To select a contract to be dispatched, click the desired contract ID link.

NOTE: Enter search criteria to find the contract you want to dispatch.

£000000000000000000000003

11. Select a vendor to you want to dispatch the contract.

Click the Look up Vendor ID button.
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Step Action
12. The Look Up Vendor ID window displays.
Click the desired contract ID link.
NOTE: Enter search criteria to find the vendor to which you want to dispatch the
contract. Use the Vendor ID or Short Vendor Name
fields to search for the vendor.
13. GEARS contracts are dispatched via email to vendors.
If needed, you can select/de-select the appropriate method(s) to dispatch the
contract in the Dispatch Methods to Include section. Options include: Print,
Fax, Email and Phone.
14, Click the Run button.
Fun
Home | Workist | MultiChannelConsole | Addto Favorites |  Sign out
Fa\'n_rrtes Main_Menu > Pm(uremeritCnntmcts » Dispatch Contracts
fE New Window [ Personalize Page |, hitp
Process Scheduler Request
server Name: [SRERIDIIINN = | Run Date:[121122012 [ :
Recurrence:[ 5] Run Time: [5:0030PM | Resetto Current Date/Time
TimeZone:|  |Q
Eps—— convrse pswn [Hors = [ne) 5] crsnowin
I~ Vendor Contract Dispatch/Print POCNT100 SQR Report Web ¥] [PDF__[¥] Distribution
- Email PO_CON_EMAIL  Application Engine [Web ] [TXT %] Distribution
Step Action
15. The Process Scheduler Request page displays.
In the Process List section, click the Vendor Contract Dispatch/Print
(POCNT100) process option.
||_ Vendor Contract Dispatchi/Print
16. Click the OK button.
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Step Action

17. Take note of the process instance number in the top right corner of the page.

18. Click the Process Monitor link.
Process Maonitor

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > General Ledger > Joumals > Process Joumaks > Edit Journals
I New Window ? Help [ Personalize Page &, http
| Process List [@EENEAEE]

userip[johniumer @ Type [ =] [Last | [ 10 [winutes =] Refresh

server j Name \ Q Instance to
Run Status]| = Distribution Status >| F save OnRefresh

Process Lis

User  Run DatelTime Run Status

Select Instance Seq. Process Type r

T 12786 SOR Report POCNT100  john.turner 11/01/2012 2:38:40PM PDT Success Posted Details

Go back to Edit Journals
& save [Z] wNotify

Process List| Server List

Step Action

19. The Process Monitor - Process List page displays.

The process you ran is listed by process instance number.

20. This page is not automatically updated as the process progresses. In order to see
changes that have occurred, you need to click on the Refresh button.

The process has run successfully when the process Run Status displays "Success"
and the Distribution Status displays "Posted".

21. You have successfully completed the Dispatching Contracts topic.

You learned how to:
- Dispatch a procurement contract to a vendor
End of Procedure.

1.5 Adding Comments and Attachments to a Procurement Contract
You can add comments or attach supporting documents to a procurement contract.

After completing this topic, you will be able to:
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Add a comment to the procurement contract at the header level
Add an attachment file to the contract

In this topic, you will add Comments to the Procurement Contract along with adding an
attachment.

Step Action
1. Navigate to the Contract Entry page.
Click the Procurement Contracts link.
[I Procurement Cuntra-:tsl
2. Click the Add/Update Contracts link.
|Ad dillpdate Contracts
Home Wordist MutiChannel Console |  Add to Favorites | Sign out
Favgrltes MEIHYMEHU > Prucuremer;ll:untracts v Add/Update Contracts
Contract Entry
C:‘r:?r:ar:ﬂD: 'i’;‘fﬁi
J
Step Action
3.

The Contract Entry search page displays.

| Find an Existing Value |

Click the Find an Existing Value tab to search for the contract you want to update.
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Step Action

4, The Find an Existing Value page displays.
Enter values in one or more search fields to find the contract you want to update.

Entering the Contract ID is the most direct means of finding a contract.

5. Click the Search button.

Contracts matching your search criteria display in the search results grid.

Click the contract link.
[poooonoooooooooo000000045

Home | Workist | MuliiChannel Console | Add to Favoriies | Sign out

Favorites  MainMenu > Procwrement Contracts > Add/Update Contracts

& Hew Window  ? Help [5 Personalize Page B hip =

Contract Entry

Contract

o .
Contract ID: 0000000000000000000000045 Version: . 1 Status: Current

“Status: Approves v New Version Approved Date: 1322013
Administrator/Buyer: KIOMES jone, kevin

:
H
§
H

m

Authored Status: Draft Document Version: 1.00 0

~ Header

Process Option: General Contract e Activity Log

Vendor: [ Contract Activities Document Stafus
Vendor ID: sTapLEs Primary Contact info Threshoids & Notifications
endor ID: 0000000009
"""" Contract Header Aareement
Begin Date: 031212013 Contract Releases Current Change Reason
Expire Date: 031272014
Renewsi Date: L
Currency: usD CRRNT Maximum Amount: 0.00 USD
Primary Contact: Line ltem Released Amount: 0.00
Vendor Contract Ref: Category Released Amount: 0.00
Description: Open Item Released Amount: 0.00
Master Contract 1D: Total Released Amount: 0.00
Tax Exempt
~ Order Contract Options
Allow Multicurrency PO Allow Open Item Reference Must Use Contract Rate Date Rate Date: 03122013
Carporate Contract Adijust Vendor Pricing First Auto Default
Lock Chartfields Price Can Be Changed on Order
PO Defaults Add Open ltem Price Adustments Price Adiustment Template

- Voucher Contract Options

Invoice Number: Gross Amount: 0.00 USD

Step Action

8. The Contract - Contract Entry page displays.

In the Header section, click the Add Comments link.
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Home | womist | MutiChannel Gonsole | Add to Favorites | Sign out

Favorites  Main Menu > Prﬂcuremarltcnr\traﬂs > Add/Update Contracts
Etew Window  ? Help [& Personalize Fage 155 http

Contract Entry

Header Comments
SetiD: SHARE  Contract ID: 0000000000000000000000045 Version: 1

Retrieve

*Sort Sequence: Ascending Ml

Use Standard Comments

Comment Status: Active Inactivate
g

[C] send to vendor [£] show at Receipt [T] copy to Purchase Order
[7] show at Voucher

\ssociated Documen

Attachment: plinah, Email

From -> CNT SHARE-0000000000000000000000045

oK Cancel Refresh

Step Action

9. The Contract Entry - Header Comments page displays.
Enter the desired information into the Comment field.

10. You have the option of showing comments added on the contract on transaction
documents created after the establishment of the contract (i.e., the purchase orders,
receipts, vouchers).

Use the following options to show comments on subsequent transaction:

- Send to Vendor: comments entered are shown on the purchase order sent to the
vendor

- Copy to Purchase Order: comments entered are copied to the purchase order(s)
created from the contract

- Show at Receipt: comments entered are shown at the time of receipt entry

- Show at Voucher: comments entered are shown on the voucher at the time of
entry

11. To attach supporting documentation, click the Attach button.

Atftach
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File Attachment

Step Action

12. The File Attachment dialog box displays.
Select any file that you have access to on your PC or on a shared server.

Use the Browse button to find and select a file.

13. Once you have selected a file, click the Upload button.

14. The Contract Entry - Header Comments page displays.

The file name of the attachment you selected displays in the Associated Document
section.

NOTE: Use the View button to review the attachment. You can also delete the
attachment using the Delete button.

15. Additional comments and attachments can be added using the Add a New Row
(plus) button.
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Home | womist | MutiChannel Gonsole | Add to Favorites | Sign out

Favorites MainMenu > Procurement Contracts > Add/Update Contracts

D Mew Window P Help [ Personalize Fage ) hitp

Contract Entry

Header Comments
SetiD: SHARE Contract ID: 0000000000000000000000045 Version: 1

Retrieve Active Comments Only Retrieve

+Sort Method: Comment Time Stamp - *Sort Sequence: Ascending - sort

Use Standard Comments Comment Status: Aciive Inactivate

Package the tems covered under this contract in accordance with the guidelines in the attached document, ¢

[¥] send to Vendor [7] show at Receipt [#] Copy to Purchase Order

Phone_Directory.nal View Delete [Cemai
Step Action
16. Verify that the system shows the comment that you created and also that the

uploaded file is identified.

Click the OK button.

17. The Contract - Contract Entry page displays.

Click the Save button.

18. You have successfully completed the Adding Comments and Attachments to a
Procurement Contract topic.

You have learned how to:

- Add comments to a procurement contract

- Add an attachment to a procurement contract
End of Procedure.

Lesson 2: Inquiring on Procurement Contract Information

Lesson Overview

In this lesson, you learn how to access and view procurement contract information that has been
entered in the GEARS Purchasing module.

Lesson Objectives
After completing this lesson, you will be able to:
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e Access and review contract information for vendors
o View contract related transactions

2.1 Reviewing Contract Events
Access the Events Inquiry page to view events (i.e., transactions such as requisitions, purchase

order releases or vouchers) related to a contract. The Events Inquiry page provides links that
allow you to access a contract line and category details.
After completing this topic, you will be able to:

e View contract events (e.g., requisitions, purchase orders, or vouchers)

Procedure

In this topic you will use the Event Inquiry page to view contract information and transactions
that have been created against a contract.

Step Action

1. Click the Procurement Contracts link.
|I Procurement Cuntran:tsl

2. Click the Review Contract Information link.

Review Contract Informatic-nl

3. Click the Events link.

4, Click the Search button.

5. Select the contract you would like to review from the displayed list.

Click the contract link
[poooonooooooooooooooooood
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Home | weomist | MuiiChannel Console | sign out

Favorites  MainMenu > ProcrementContracts > Review ContractInformaton » Events

& Hew Window P Help [ Personalize Fage ) hitp

Events
SetiD: SHARE  Contract ID: 0000000000000000000000002 Vendor ID: 0000010430
Personalize | Find | B | 2 (1 or1 O

Sel  Version Type BU D Status Reference Release Amount Currency

|:| 1PO Release MDJUD 0000000043 Dispatched  PTP26.3 1 10.00 USD

Maximum Amount: 50000.00 Released: 10.00 Remaining: 49990.00 USD

View Contract ID Line Show Payments

View Contract ID Category

£\ Retum to Search | 4] Previous in List | 4] NextinList| [Z] Notify

Step

Action

The contract Events Inquiry page displays for the contract specified.

Transaction activity related to the contract you selected displays in the Contract
Events section.

The maximum amount, the amount released, and the remaining amount to be
released on the contract displays.

To view more details about the transaction(s), displayed, select the transaction check
box.

Once you have clicked on the check box, relevant links become active to access
detail about the transaction.

Click a link to view transaction detail.

|‘-IiE':..' Contract ID Line

10.

The transaction detail page displays.
Review the information.

NOTE: When you select a transaction line displayed, relevant links become active.
Click the links to view more information, if desired.

11.

Click the Return button to go back to the Events Inquiry page.
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Step Action

12. You have completed the Review Contract Events topic.

You have learned how to:
- Use the Event Inquiry page to view contract events (e.g., requisitions, purchase
orders, or vouchers)

End of Procedure.

Course Summary

v

You have successfully completed the PO260 Creating and Administering Procurement Contracts
course. In this course, you have learned how to:

Congratulations!

o Create and maintain procurement contracts
e Use online inquires and review procurement contract reports

We hope that you found this class informative, interactive, and fun. Check out other GEARS
training courses, available on the GEARS website at http://courtnet/gears/index.html
(http://courtnet/gears/index.html).

We are always looking for opportunities to improve our courses. If you have ideas on improving
this course please share your feedback by sending us an email at gearstraining@mdcourts.gov
(mailto:gears@mdcourts.gov).
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